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Access type:  If youplan to certify and pay for the GP, your Access Type must be Responsible Official (click “Change Access” if 
needed).  …or... if you plan for someone elseto certify and pay for the GP,  leave Access Type as Ind. With Direct Knowledge.









CLICK ONE 
CIRCLE ONLY



CLICK THE PDF or HTML ICON TO PRINT A DOCUMENT

PRINTING OPTIONAL
PRINTING  RECOMMENDED

ALWAYS PRINT !!





SCROLL DOWN...





Drop-down menu of NAICS codes is LONG.  
Instead, use this search engine to find your code via 
keyword:   http://www.naics.com/search.htm



PICK ONE

THEN SCROLL DOWN...

CLICK & COMPLETE HERE ONLY IFYOU PICKED ‘PERMITTED’



CAUTION!   THE PERMIT(S) YOU CHECK HERE WILL BE PERMANENTLY  SUPERCEDED !!!

THIS SCREEN IS ONLY FOR PEOPLE WHO PICKED THE ‘PERMITTED’ CIRCLE.                            
IF YOU PICKED THE ‘UNPERMITTED’ CIRCLE, SKIP THIS SCREEN.



OPTIONAL MAX 12 CHARACTERS

THEN SCROLL DOWN...



ONE DECIMAL POINT ONLY.                    
WHOLE NUMBERS ONLY.                          
Ex) 6.1    (NOT! 6,100,000)

IF NEED TO ADD 
MORE ROWS (ADD 
MORE EQUIP), 
THEN CLICK HERE.   
ONE EQUIP PER ROW.

OPTIONAL OPTIONAL
MAX 12 UNLIMITED UNLIMITED UNLIMITED DATE  FORMAT UNLIMI TED

THEN SCROLL DOWN...



PICK ONE.  CHOOSE 
CAREFULLY! THESE 
ARE YOUR PERMIT 
LIMITS

THEN SCROLL DOWN...







Type in your 6-digit Cert Pin.  If you lost/don’t 
have one, see last page of this guide. 



If you don’t see this second “blue ribbon”, then you are not listed as the 
Resp Official.  See page 3 of this guide.



Again type in a 6-digit Cert Pin, this time for the 
Resp Official level.  



Stop! Do not hit continue yet!  Instead, click MyWorkspace      
to go print a copy of your appl,                                
then you will come back here to finish and pay.





2nd

1st

First click ‘Printer Friendly Version’.  A new window appears showing your application.  
Do ‘File-->Print’ on that new window, then close that window.  You will automatically 
return to this screen.  Lastly, click MyWorkspace.







Permit 
instantly 
approved

Long delay 
in permit 
approval

Click one box…how do you want to pay?No more screenshots avail for the payment process.  Just continue 
screen by screen to complete Payment steps 1 thru 4, as shown 
above.  IMPORTANT - At  step3, PRINT THAT SCREEN            
(File-->Print), as that is the only version of a “financial receipt”
that we offer for your own records, and once you pass that screen, 
you can’t get back.   



After paying, go print a CERT TO OPERATE.  This is NOT done automatically.  
You must remember to do it yourself. 







After printing Cert To Operate,           
all done.  Ok to Logout.



HOW TO REQUEST A CERTIFICATION PIN, IF YOU NEED ONE ASSIGNED, OR IF YOU LOST YOURS.

------------ Cert Pins are: -------------
*   assigned by DEP via email                                   
*   6-digit alpha-numeric                                             
*   case sensitive                                              
*   is NOT your logon ID/password



Questions ?


